











General
(1) When making any purchase, employees may only use funds from a given fiscal year to purchase
goods or services to be delivered or provided in the same fiscal year. For instance, FY22 funds may
not be used to pay for goods that will be delivered or services that will be provided in FY23.
(2) The end user shall determine the need for goods or services, estimate the cost of the purchase,
and obtain the required approval/s to move forward.
(3) Use of the PCard is in accordance with established card limits.

Exceptions
The above does not apply to:
(1) Emergency repairs;
{2) Subscriptions, dues for professional or trade publications, conference registration or travel
expenses.

Other :
With prior approval from the Director for your Department, a purchase may occur as follows:
{1) When the length of time of the bidding cycle would adversely affect the educational process
or result in price increases;
{2} When negotiations will best serve the public interest and Caroline County Public Schools;
(3) When a grant identifies a named partner in the grant from which materials and/or services
are to be acquired,;
(4} When maintenance supportis needed for software licensed in perpetuity;
(5} When a bona-fide emergency exists (documentation and justification must be provided);
(6) When a sole source procurement exists {documentation and justification must be provided)





